
Zip software enables the user to send and receive large file sizes through a file compression or 
zip application. 

To zip files: 

1. Select all the files you want to zip together by holding the CTRL key and clicking on 
each one. 
2. Click the right hand button on your mouse, and select "Send to" from the menu that 
appears. 
3. Select "Compressed or Zipped Folder" from the secondary menu. 
4. This will create a new zipped folder, which will show up as a new icon. 
5. Now you can use the "Browse" function on the application to find that icon and select 
it for upload. 

Alternate method: 

1. Open the folder that contains the files you would like to zip together. 
2. Click the right hand button on your mouse and select "New" from the menu that 
appears. 
3. Select "Zipped File" from the secondary menu. 
4. A new icon will appear in the folder, which is ready to be renamed. You may use any 
name as long as it ends in ".zip" 
5. Drag and drop any files you wish into the zip file. 
6. Now you can use the "browse" function on the application to find that icon and select 
it for upload. 

If you are unable to send to a compressed or zipped folder when right-clicking on your files, you 
may not have a zip software program installed. 

Many software sellers offer downloadable zip software, which you can find through a Web 
search. You can also find free, open source alternatives, including the 7-Zip file archiver. 

The Office of the Attorney General neither recommends nor endorses any particular zip 
software. This information is provided for informational purposes only. 
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